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INTRODUCTION

Writing is one of the acts or processes
used to exchange ideas. When dl is working
well, when sentences are grammaticdly cor-
rect, when words are carefully chosen, when
paragraphs are soundly structured, communi-
caion is usudly successful. Someone or some
people will read your sentences, understand
your meaning, and respond accordingly.

Writing is one of the mogt important
means of communication, SO your writing
must be smple, readable, and understandable.
With a little practice and desire, writing is an
at that anyone can magter. Your writing will
take many forms In school, you will often
have to write papers for your classes. These
may include term papers, biographies, or an
autobiography.

In order to write well, you mugt firg
define the purpose of your writing, organize
your thoughts, and make an outline — now,
you ae ready to write. This process is not
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dways easy, but it is eseser than you may
think. All it takes is the desre to write clearly,
to hard work, and to follow afew guidelines.

THE BASICSOF WRITING

Writing a paper is a lot like writing a
speech. You must first decide upon a topic,
research the topic, and organize your material.
Once you have organized your materid, you
are in a pogtion to begin writing your paper.
The dements of a paper ae dso dmilar to
those of a speech. You should have an intro-
duction, body, and a conclusion. As you
continue to read, you will see how smilar
these ements redlly are to a speech.

RESEARCH

Research is probably the most
important part of your paper. When you begin
your research, be determined to find dl the
informetion you can. However, be sure that
the information you sdect is accurate and
relevant to your topic.

You may want to start your research at
the schoal library. Carry 3X5 cards with you
S0 that you can use them as source cards or
information cards. Then, for each book or
reference that you find on your topic, use the
source cards to correctly record the title,
author or authors, publisher, copyright date
(usudly just the year), and place of publi-
caion (city and <ate). Not only do these
source cards help you to keep track of where
your information came from, but they are the
bass for your bibliography when you finish
your paper. Later you can organize your
bibliography by dphabetizing your source
cards. Give each source card a code such as a
number or letter. Place the code in the upper
left-hand corner.

After you have your books, maga-
zines, articles, etc. recorded on source cards,
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begin recording notes from these books on
new 3X5 cards, which become your infor-
mation cards. Write your code numbers from
your source cards on the upper left-hand
corner of your information cards so that you
can identify which notes came from which
publication. Also, write on your information
cards the number of the page on which you
found the notes.

After researching your topic a the
schoal library, you may want to venture out to
other libraries, such as the city or county
library, looking for supplemental materials.
When you have finished this library work, do
not stop your research. Contact experts on
your subject and set up interviews with them.
This can be excting because you ae
gathering more information for your paper
and you are dso meeting new people and
edablishing contacts. Perhgps you can dso
look for reliable sources on the Internet.

Although ressarch is sometimes a
frustrating process, it is important to stick
with it. Be curious and aways open to new
idess. Through your research, you will
discover the main theme of your paper and
experience one of the joys of learning.

ORGANIZATION

Once you have completed your
research, you should be able to deveop the
main point of your paper. This man point is
like the specific purpose of a gpeech. The
man point of a paper is cdled a thesis
Statement.

Now you are ready to develop your
outline. Take your information cads and
place them in related groups. Arrange the
related groups in the order in which you think
they should logicdly appear in your paper.
Experiment with different types of order or
arrangements. Rearrange and regroup them as
often as necessary. If you have time, put your
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cads away for a night and rework them the
next day. Remember, this outline does not
have to be exact. You can 4ill be flexible at
this point. After dl, you ae looking for the
best way to present the materia you collected.

Fndly, when you finish aranging
your information cards based on your initid
thoughts about the topic, begin writing the
outline. The outline dlows you to organize
your thoughts and record them on paper. The
mog traditiond outline is the Roman
numerd/capitd letter dyle outline. However,
you do not have to use this type. If you are
more comfortable with another type of
outling, by al means, use it. Your ouline (any
syle) is far too important to confuse matters
by usng an unfamilir or cumbersome
format.

WRITING YOUR PAPER

After completing your research and
organizetion, you are ready to begin writing
the paper. As mentioned earlier, your paper
needs an introduction, body, and a conclusion.

Introduction

Your introduction grabs the reader's
atention and introduces the topic. It is
important to entice your readers into your
paper, sO make sure you have a catchy,
exaiting, and well-organized introduction.

Body

The body of your paper is where you
explan and document what you know about
the subject based on your research. Tel the
reeders your man points (which should
support your thess statement). Then, support
these main points with examples and facts.

Use one idea per paragraph. Your
information cards should help you do this and
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your outline should help you to stay organized
and on track with your topic. The firg time
you write the paper should be nothing more
than a rough draft. Therefore, do not worry
too much about gramma and speling, you
will be revisng this draft — maybe severd
times — s0 worry about those details later. In
your firgd draft, you ae d4ill looking a
presenting the informetion in the most logica
order. Then, in later drafts, you can rearrange
the order, as necessary, add or delete infor-
mation, and correct the grammar and spdlling.

Conclusion

Your concluson is the last opportunity
for you to tdl the readers what you want them
to remember. Use this space to pull your
paper together and to leave the reader with a
sense of accomplishment.

REWRITES

After you have completed your firg
draft, rewrite and revise your paper. Then,
rewrite your paper agan, if time pemits
Rewriting is a mgor pat of the development
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of your paper. Do not ignore this step! Try to
leave a least one day between revisons.
When you leave time between rewrites, you
are able to review your work with a fresh gate
of mind. Use rewrites to reword your materid
and to polish your grammar and spdlling.

Have others review your work. They
can help find errors and clarify comments.

PLAGIARISM

Plagiarism is illegd. It is the seding
of someone es€s work or ideas without
giving them the proper credit or, in some
cases, dotaining permisson to use the materid.
You can commit plagiaism by smply, and
in many indances  unintentiondly,  copying
someone else's ideas, words, or pictures
gragphic illugrations.

In order to avoid plagiarism, aways
give the appropriate credit to every resource
you used when writing the paper. The most
common ways to give credit are to use
footnotes, endnotes, quotation marks (men-
tioning the source), or a hibliography. Refer
to your English textbook or to a writing syle
handbook for suggestions on formats. Which-
ever sydem you use, you will find the
informetion on your source cads vey
hdpful.

PRINCIPLES OF WRITING

As a writer, there are Sx principles
that you should use as a guide when writing.
By adhering to these sx principles, you will
be able to keep your writing focused on the
topic, written to the correct target audience,
concise, complete, logicaly arranged, and
grammdicaly correct. These principles are
audience leve, accuracy, brevity and com:
pleteness, clarity, coherence, and unity.

Unit 3: Foundations for Success



Chapter 3: Communication Skills

AUDIENCE LEVEL

When you write, you should do so for
a paticular audience — jud like you would
for a gpeech. Although most of your writing
in high school will be assgnment-related, you
may have the opportunity to write articles for
the school paper or yearbook, reports for an
after school club, or flyers for your after
school job. Because of the different audiences
these items would reach, you would not write
them in the same manner. Ingtead, you would
tailor them to each audience.

Additiondly, be careful not to write at
too high or too low of a levd for your
audience. This may seem hard to do, but it is
extremely important. The purpose of your
writing is to explain your topic or to present
information, not to prove how much you
know or how little you may think your reader
knows about the subject. It is not your job to
criticize, judge, or dienate the audience.

ACCURACY

Your work must be free of factud and
mechanical erors. It should represent only
essential and accurate facts. Correct use of
grammar, punctudtion, and pdling will dso
contribute to clarity and understanding.
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BREVITY AND COMPLETENESS

Include in your paper only the
informetion that is essentid or pertinent to
cover the topic. In other words, keep your
writing brief and to the point. Do not sray
from your man point — that only digtracts
the reader and could take attention away from
your desired outcome or concluson. To cover
a subject complety while keeping the length
of the paper to the dsolute minimum requires
caeful andyss and many rewrites. However,
never sacrifice clarity or completeness just to

gan brevity.
CLARITY

You must meke a specid effort to
keep your writing clear, crisp, and fully
understandable. Ensure that your readers
understand your intention. Do not try to
impress them with your vocabulary. The best
way to obtan daity in your writing is by
practicing the following guiddines

Use short sentences.

Avoid explaning something that the
reader already knows.

Use dmple, familiar words to describe
objects. Also, avoid vague words that do
not relate precisay to your topic.

Use vebs in the active tense. For
example, ingead of “The bdl was thrown
by John,” write “ John threw the bal.”

Avoid long phrases when one or severd
words will do and avoid wordiness (or the
use of unnecessary words). For example,
use“now” ingtead of “at the moment.”

Select words and phrases that express
your exact meaning and can have only one
interpretation.
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Use words that bring an image to mind. If
a reader can picture something, he or she
will have a better chance of understanding
what you are trying to write.

Because of the importance of writing
grammaticaly correct work, common errors
in grammar are described in detal laer in this
lesson.

COHERENCE

Coherence is the logicd development
and arangement of a subject. You can
achieve coherence by thinking the subject
through and seeing it as a whole before you
arange the pats logicdly and begin writing.
Usng you outline and rewrites will help you
to achieve coherence.

UNITY

Your writing must adhere to a sngle
man idea. Apply this principle not only to
each sentence and paragraph, but to the entire
paper.

GRAMMATICAL ERRORS

When a piece of witing is flawed, the
process of communication bresks down; the
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trander of information sops as the reader
tries to trandate your meaning.

There are many flaws that can damage
your writing; among the mogt sious ae
ungrammaticd sentences.  Grammétical  errors
include fragments, run-on sentences, subject/
verb agreement, shifts in person, number,
tense, voice, tone, and faulty pronoun
reference.

FRAGMENTS

A sentence is an independent clause,
which can dand aone. It has a subject (tells
what or whom the sentence is about) and a
predicate (tells what the subject does). A
fragment is a dependent clause (a word group
that lacks a subject or a predicate).

Hereis an example of afragment:
“in the basement and in the attic”

Hee is an example of a complete
sentence;

“We searched for the missng book in the
basement and the attic.”

RUN-ON SENTENCES

A run-on sentence occurs if two or
more independent clauses are joined without a
conjunction (joining word such as “and” or
“but”) or gppropriate punctuation.

Hereisan example of arun-on sentence;

“Organize a résumé according to your
education, work experience, career objec-
tives, and recregtiona interests review
your needs caefully before dating a
career objective.”

Here is an example of the correct way to
writethis

“Organize a résumeé according to your
education, work  experience, career
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objectives, and recregtiona  interests.
Review your needs caefully before
stating a career objective.”

In the second example, the run-on
sentence is written in two compl ete sentences.

Sometimes a conjunction is used to
connect two related clauses.

“A good résumé will indude carefully
chosen detal, and it will cresie an
impresson of depth without overwhdm-
ing the reader with your life history.”

SUBJECT/VERB AGREEMENT

Subjects and verbs agree with one
another in number (sngular or plurd) and
person.

Agreement as to number means that
the veb may have a different spdling,
depending on whether the subject is singular
(one) or plurd (more than one).

Hereisasngular example:
“Themusdan isaprofessond.”
Hereisaplurd example:

“Themudcdansare professond.”

The veb in the above examples
changed when the subject went from singular
to plurd.

Person is a term that indicates whether
the subject is the one spesking (first person);
the one spoken to (second person); or the one

spoken about (third person).
First person | walk to the store
Second person  You driveto the store
Third person Joey runsto the sore
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HIFTS

A dhift, as defined in grammar, is an
arupt change of pergpective within  a
sentence (or between sentences).

A shift in person would be:

“People are tempted to go off their diets
when we go on vacation.”

This is a ift from third peson
(“people’) to fird person (“we’) within
the same sentence.

A shift in number would be:
“If the books belong to the boy, return it.”

The previous sentence is a shift from
plurd (“books’) to gngular (“it”) within
the same sentence.

A ghift in tense changes when the time of
an action changes (past, present, future).
An example of a shift in tense would be:

“Mrs. Hopkins arrives a her desk and
went directly to work.”

The sentence above is a shift from present
tense (arrives) to past tense (went).

Voice is a term that indicates whether the
writer has emphasized the doer of the
action (active voice) or the receiver of
the action (passve voice). Avoid shifting
voices within a sentence.

“We went to the post office (active) and
the letters were mailed (passive).”

One way to write this usng only active
voiceis
“We went to the post office and mailed

the letters” “We' took the action of going
to the podt office and mailing the letters.

A shift in the tone of your writing can dso
confuse your resders. Tone refers to the
qudity of language (word choice, sen+
tence dructure) that crestes for your

75



Chapter 3: Communication Skills

reader an impression about your work and
you, the writer. Your tone may be forma
or informa. Once you adopt a cetan
tone, useit conggently.

“In your letter of May 16, 2001, you
requested that we pay the balance of our
bill, in the amount of $25.31. You know,
if you people would get your act together
and correct the problems we told you
about, maybe you would get your
money.”

The paragregph above shows a shift from
formd to informa.

FAULTY PRONOUN REFERENCE

A noun is aword that names a person,
place, or thing. A pronoun is a word used in
place of a noun. Pronouns hep avoid

unnecessary repetition in our writing.

Repstitive:
“Although Sesttle is damp, Seditle is my
favorite city.”

Using a pronoun:

“Although Seditle is damp, it is my
favorite city.”

Pronoun reference is a term that
describes the relationship between a pronoun
and its noun.

Noun - Pronoun
The gentleman bowed to his partner.

In order for a pronoun to function
correctly, it must refer clealy to a wdl-
defined noun, as in the example above. His
can refer to only one noun in the sentence,
gentleman. When a pronoun does not refer
clearly to its noun, readers will be confused.
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Incorrect:

“Mr. Jones extended an invitation to Mr.
Smith after he returned from his trip.” It is
not clear who took the trip.

Correct:

“After Mr. Jones returned from his trip, he
extended an invitaion to Mr. Smith”
Here, Mr. Jones clearly wasthe traveler.

£

WRITING MORE CLEARLY

Writing a grammaticdly  correct
sentence is no guarantee that you will com:
municate  effectivdly. Grammaticaly — correct
writing can 4ill be unclear. Once you ae
confident that your sentences ae gram
maticaly correct, examine your choice of
words.

Have you expressed yoursdf clearly?
Have you avoided usng jargon that may
make your meaning unclear? Have you
refrained from overusng to be or to have as
man verbs? Have you chosen the better voice
for your verb? Learning about these choices
and thinking about them when you write, will
improve the darity of your writing.
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WORDINESS

Delete words, phrases, and clauses
that do not add directly to the meaning of a
sentence. Try to be less wordy and more to
the point. Say your sentences to yoursef with
fewer words and see if the meaning says the
same. If S0, use the version with fewer words.

Wordy sentence:

“Under dl crcumstances and in every
case, aways check the ail levd in your
car when you stop a a service station.”

To the point:

“Always check the oil levd of your car
when you stop at a service gation.”

JARGON

Jargon congsts of “shorthand” words,
phrases, or abbreviations that are known only
to a rdativdy sndl group of people You
should avoid jargon for two reasons.

1. Your audience may not understand what
you are saying or writing.

2. Your message will be unclear when you
rly on overused phrases as a subdtitute
for origind thinking.

Always choose your words carefully
and know what they mean. Do not depend on
phrases that add syllables but not substance.

Jargon-Filled:

Semi  pemanent dyadic reationships
provide the adolescent with the
opportunities for triding that meke for a
more secure union in the third and fourth
decades.

Jargon-Free:

Going deady when you are a teenager
hel ps prepare you for marriage later on.
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OVERUSE OF “TO BE” AND “ TO HAVE”

Rdying too heavily on forms of “to
be’ and “to have’ as man verbs will diminish
the effectiveness of your sentences. These
words lack force as main verbs. These words
do not edtablish for a reader the clearest
possible relationship between the subject of a
sentence and its predicate. When possble,
subgtitute a verb that more clearly expresses
action than “to be” or “to have.”

Weak

“Ms. Smith was at the office door.”
Improved

“Ms. Smith stood at the office door.”

ACTIVE AND PASS VE VOICE SENTENCES

Sometimes the same sentence can be
written in more than one way. Condder the
fallowing:

“The lavyer had won the case.”
“The case had been won by the lawyer.”

The fird example emphasizes the law-
yer. It tels you something about the lawyer.
The lawvyer is the subject of the sentence
Since the lawyer is the one that did something
(won the case), and you are writing about the
lawyer, thisis cdled active voice.

The second example emphesizes the
case. It tels you something about the case.
The case is the subject of the sentence. Since
the case is the object that had something done
to it (it was won by the lawyer), and you are
writing about the case, this is cdled passve
voice. Here is another example:

Active: “Babe Ruth hit the ball.”
Passve: “The bal was hit by Babe Ruth.”
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The passve voice is less direct and
less forceful than the active voice. Use the
active voice whenever possible, unless it does
not convey the meaning you intended.

ORGANIZING A PARAGRAPH

A paragraph is a collection of sen
tences logicdly aranged and focused on a
narrowly defined topic. Like sentences, para
graphs rarely occur done. They are parts of
larger units the busness letter or the
memorandum or the essay for schoal.

Learning about the compostion of
paragraphs is important in that the success of
any larger form is entirdy dependent on the
success of its component pats. A letter will
fal to communicate if any of its paragraphs is
poorly structured or poorly developed.

THE TOPIC SENTENCE

The topic sentence tels the reader the
main idea of the entire paragraph. The topic
sentence should be just broad enough and
narrow enough to dlow gpproximately five to
seven sentences about the topic. Depending
on the topic, there could be more sentences. If
some of your sentences are about a different
subject, perhaps you should be starting a new
paragraph with a new topic sentence.

Use topic sentences as an ad in
organizing your writing. When you properly
focus a topic sentence, you have a solid basis
upon which to include or exclude information
as you write a paragraph.
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A good topic sentence dso enables the
reader to anticipate the contents of a para
greph and thus to follow your idess as they
are expressed.

CONCLUSION

Communicetion is how we trandfer
ideas among oursdves. Communication does
not aways work. Your message has to be
perceéved the way you intended it to be
perceived.

You must understand your audience
and your purpose. You should conduct
research and support you idess. You should
decide on an organization for your infor-
mation and outline your idess.

Once you dat writing, you need to
understand some fundamentas of the English
language. In order for people to respect and
respond to your message, they must not be
disracted by poor writing or inappropriate
language. Follow the basic rules and people
will pay attention to your idess, and be
impressed by your ahility to express yoursef.
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